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I.   INTRODUCTION 

Shorthand  is  basically  a  vocational   skill,     both  manual   shorthand  and 
recording  machines  are  used  in  business;  however,  under  certain  circumstances, 
material  and/or  proceedings  are  more  suitably  recorded  in  shorthand.     Many 
employers  prefer  to  dictate  to  a  stenographer  who  is  capable  of  reacting  in- 
telligently to  the  needs  of  the  situation.     Employment  categories  are  sometimes 
determined  on  the  basis  of  ability  to  write  shorthand.     There  are  career 
opportunities  for  those  with  superior  skill  and  speed  in  writing  shorthand. 

Each  individual  should  be  encouraged  to  achieve  his  potential   in  all 
objectives  of  the  subject.     The  study  of  shorthand  has  extrinsic  values  in 
providing  opportunities  for  students  to  engage  in  experiences  which  will  promote 
their  continuing  growth  toward: 

1.  attitudes,  skills  and  knowledge  essential   for  effective  living  in  a 
changing  world, 

2.  effectiveness  in  communicating  ideas,  and 

3.  confidence  in  their  own  ability  and  a  sense  of  responsibility. 

Instruction  may  be  given  in  any  one  of  three  shorthand  systems  -  Forkner, 
Gregg  or  Pitman  -  using  either  English  or  French. 

The  basic  shorthand  program  comprises  two  courses  of  instruction  -  Shorthand 
20  and  30,  each  for  a  five-credit  value.     The  maturity  of  the  student,  new 
teaching  methods,  and  improved  instructional  materials  and  facilities  should 
make  it  possible  for  the  average  student  to  reach  a  vocational  skill   level   in 
this  time.     For  those  students  who  have  not  taken  the  basic  shorthand  program, 
a  five-credit  course  at  the  Grade  XII   level,  Shorthand  31,  is  offered  to  provide 
the  opportunity  to  study  a  system  of  shorthand  for  initial  job  entry  or  continued 
study  at  a  post-secondary  institution. 

II.     GENERAL  OBJECTIVES  OF  SHORTHAND 


1.  To  provide  the  opportunities  for  students  to  develop  the  ability  to 
write  shorthand  and  transcribe  at  a  level   that  meets  initial  employment 
standards. 

2.  To  provide  the  opportunities  for  students  to  develop  an  understanding 
of  the  business  environment,  employment  requirements,  and  standards 
of  behaviour  acceptable  to  the  business  community. 

3.  To  provide  an  educational   setting  wherein  the  student  has  opportunity 
to  apply  the  learnings  from  other  disciplines  with  special  emphasis  on 
communication  skills. 


III.      SELECT IOW  OF  STUDENTS 

The  teacher  of  shorthand  should  have  the  opportunity  to  work  co-operatively 
with  the  school's  administrative  personnel   and  guidance  counsellors   in  advising 
students  with  respect  to  their  choice  of  studying  shorthand. 

There  are  no  generally  accepted  predictors  of  success  in  shorthand.     However, 
since  the  ultimate  goal   is  the  transcription  of  the  dictated  material,  ability 
to  use  the  language  correctly  and  produce  good  typewritten  copy  are  essential.     It 
is  desirable  that  a  student  have  good  academic  aptitude  with  a  "C"   average  in  all 
subjects,  with  particular  skill  in  English.     At  least  a  "C"  standing  in  Typewriting 
10  is  the  prereguisite  for  Shorthand  20  and  31.     However,  in  order  to  have  facility 
for  transcription,  it  is  desirable  that  Typewriting  20  be  a  co-reguisite  for  Shortnanc 
20;  and  Typewriting  30,  for  Shorthand  30  and  31. 

Regular  practice  is  essential   to  build  shorthand  skill.     Students  must  be  willinc 
to  attend  regularly  and  supplement  class  work  with  homework.     Instruction  over  a 
ten-month  term  instead  of  a  five-month  semester  should  better  develop  this  psychomotoi 
skill.     The  student's  interest  in  the  subject  and  in  its  vocational  goal  is  essential 
motivation. 

Shorthand  31  will   provide  the  opportunity  for  Grade  XII  students  who  have  not 
taken  the  basic  shorthand  program  to  register  for  a  concentrated  course.     High 
interest,  academic  ability,  and  good  study  habits  are  suggested  criteria. 
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A.   Scope  and  Sequence  (English  or  French) 

Forkner  -  Complete  coverage  of  the  text. 

Gregg    -  Complete  coverage  of  the  text  through  the  seventy  lessons 
with  special  emphasis  on  the  brief  forms. 

Pitman   -  Coverage  of  Lessons  1  to  55  in  the  text  with  special 

emphasis  on  the  short  forms,  pages  148-151.  Lessons  56  to 
60  and  additional  letters  commencing  page  152  can  be 
considered  as  enrichment  material. 

In  all  systems,  transcription  practice  should  be  introduced  early  in 
the  course.  Unpracticed  new  dictation  and  transcription  should  have 
prominence  in  the  latter  part  of  the  course. 


B.   Texts 


Forkner  (English)  -   Forkner  et  al.     Forkner  Shorthand.      Fourth  Edition, 
Forkner  Publishing  Company. 

Forkner  (French)   -  Mme.    Lynn  Hayes.     La  Stenographie  Forkner. 
Gage  Educational  Publishing  Company. 

Gregg   (English)  -  Gregg,  Leslie  and  Zoubek,       Gregg  Shorthand. 

Diamond  Jubilee  Series.     Canadian  Edition.     McGraw-Hill   Ryerson. 

Gregg   (French)  -  Sister  Marie  Ernestine.     Stenographie  Gregg. 
McGraw-Hi 1 1   Ryerson . 

Pitman   (English)   -  New  Basic  Course  in  Pitman  Shorthand. 
Sir  Isaac  Pitman  and  Sons  Ltd. 

Pitman   (French)   -  Methode  Moderne  De  Stenographie  Pitman. 
Sir  Isaac  Pitman  and  Sons  Ltd. 


C.  Shorthand 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


The  student  should 
be  able  to 

1.  demonstrate  mastery 
of  the  principles 
of  shorthand  theory 
through  the  res- 
ponse to  the 
dictation  of  basic 
textbook  vocabulary, 


follow  the  teacher's 
example  and  demonstra- 
tion of  procedures  and 
methods  to  develop 
automatic  recall  of 
shorthand  outlines. 

automatize  the  writing 
of  brief  forms,  short 
forms,  and  abbrev- 
iations through 
repetitive  writing  of 
outlines  from  plate, 
and  from  chalkboard 
outlines  written  by 
the  teacher,  and 
from  dictation  or 
recordings. 

apply  the  rules  of  the 
system  in  writing  the 
words  introduced  in 
the  text  and  their 
derivatives. 

write  contextual 
material  in  shorthand 
to  reinforce  vocabu- 
lary mastery. 

check  the  mastery  of 
writing  shorthand 
vocabulary  through 
frequent  quizzes  and 
tests. 

practice  writing 
shorthand  regularly 
for  homework. 


Based  on  100  outlines  for  words 
and/or  short  forms,  brief  forms 
or  abbreviations: 

0  to  5  errors  -  A 

6  to  10  errors  -  B 

11  to  15  errors  -  C 

16  to  20  errors  -  D 

more  errors  -  F 


SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


read  fluently 
from  engraved 
plate  short- 
hand and  from 
his  own  notes. 


read  orally  from  plate 
shorthand,  alone  or 
in  unison,  with  the 
teacher  or  other 
students  supplying 
unknown  words  so 
that  reading  is 
smooth. 

read  silently  from 
plate  shorthand. 

read  orally  and 
silently  from  his 
own  notes. 

read  from  "cold"  notes 
later  in  the  period 
or  next  day. 


Reading  rate  100  to  125  words  a 
minute. 

Fluent  reading  without  stumbling 
over  words. 

Accurate  reading. 


write  short- 
hand and 
transcribe 
practiced 
material  which 
has  been  dic- 
tated at  a 
minimum  rate 
of  70  w.n.m. 


preview  difficult 
outlines  before  taking 
dictation. 

write  practiced 
material  in  shorthand 
from  dictation  at 
rates  varying  from 
60  to  100  w.p.m.  for 
periods  varying  from 
one  to  two  minutes. 

read  back  from  notes. 

transcribe  from  plate 
shorthand  to  develop 
the  technique  of 
typing  from  snorthand. 


Calculate  errors  as  a  percentage  of 
the  number  of  words  in  the  dictation. 

Grade  based  on  percentage  of  error 

70  wpm   80  wpm   90  wpm   100  wpm 


A 

0-1% 

1-2% 

2-3% 

3-4% 

B 

2-3% 

3-4% 

4-5% 

5-6% 

C 

4-5% 

5-6% 

6-7% 

7-8% 

D 

6-7% 

7-8% 

8-9% 

9-10% 

F 

more 

more 

more 

more 

SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


transcribe  from  dic- 
tation of  practiced 
material  observing 
the  rules  of  punc- 
tuation, spelling, 
proofreading,  and 
typewriting  production 
techniques. 

practice  writing 
shorthand  regularly 
for  homework. 


4.  write  in  shorthand 
and  transcribe  un- 
practiced  material 
dictated  at  a 
minimum  rate  of 
50  w.n.m. 


write  unpracticed 
material  in  shorthand 
from  dictation  at 
rates  varying  from 
50  to  90  w.p.m.  for 
periods  varying  from 
one  to  two  minutes. 


write  from 
dictation. 


recorded 


read  back  from  notes. 

transcribe  from 
dictation  of  unprac- 
ticed material 
observing  the  rules 
of  punctuation,  spell- 
ing, proofreading, 
and  tyDewritinq 
production  techniques 


Calculate  errors   as  a  percentage 
of  the  number  of  words  in  the 
dictation. 

Grade  based  on  percentage  of 
error 


50  wpm 

60  wpm 

80  wpm 

90  wpm 

A 

0-1% 

1-2% 

2-3% 

3-4% 

B 

2-3% 

3-4% 

4-5% 

5-6% 

C 

4-5% 

5-6% 

6-7% 

7-8% 

D 

6-7% 

7-8% 

8-9" 

9-10% 

F 

more 

more 

more 

more 

SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


5.   use  the  tools 
and  materials 
of  writing 
and  trans- 
cribing short- 
hand in  an 
efficient 
manner. 


practice  and  apply 
correct  writing 
techniques  of  hand 
position,  formation 
of  outlines,  and 
posture. 

observe  accepted 
procedures  for  using 
a  stenographer's 
notebook,  and  arrang- 
ing notes  for  speed 
and  ease  of  writing 
and  transcribing  - 
dating,  numbering 
letters,  dictator's 
name,  marking  place 
for  next  take,  cross- 
ing off  letters  after 
transcribing,  making 
additional  notes  and 
corrections,  turning 
pages,   labeling  and 
fi  ling  notebooks, 
etc. 


Observe  and  assess. 

Develop  a  checklist  of  criteria  and 
use  it  to  check  and  score  each  student. 


6.  work  co- 
operatively 
and  congenially 
with  others, 
and  accept 
responsibi li ty 
for  completion 
of  a  task. 


work  co-operatively 
with  class  members. 

assume  responsibility 
for  completing  assign- 
ments and  meeting 
deadlines  for  class 
and  home  assignments. 

attend  regularly  and 
punctually. 

exhibit  a  pleasant, 
courteous  demeanour 
in  keeping  with  a 
member  of  an  office 
team. 


Observe  and  assess. 

Develop  a  checklist  of  criteria  and 
use  it  to  check  and  score  each  student. 

Use  attendance  records. 

Use  record  of  homework  assignments 
completed. 


V.   SHORTHAND 


A.   Scope  and  Sequence  (English  or  French) 
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In  all  systems  there  must  be  reinforcement  of  the  theory  from  the  Shorthand 
20  text,  coverage  of  the  prescribed  text,  and  further  upgrading  of  transcrip- 
tion skills  with  emphasis  on  dictation  of  unpracticed  material. 


B.       Texts 


Forkner  (English)  -  Forkner  et  al.     Correlated  Dictation  ana  Transcription. 
Forkner  Edition.     Forkner  Publishing  Company  (distributed  by  Gage 
Educational  Publishing  Ltd.). 

Forkner  (French)  -  lime.   Lynn  Hayes.     La  Stenographie  Forkner.     Gage 
Educational  Publishing  Ltd. 

Gregg  (English)  -  Leslie,  Zoubek  and  Stroney.     Gregg  Dictation.     Diamond 

Jubilee  Series.     Canadian  Edition. 
OR 

-  Leslie  and  Zoubek.     Gregg  Transcription.      Diamond 

Jubilee  Series. 

Gregg   (French)   -  Vitesse  Progressive  En  Stenographie.     Gregg. 

Pitman   (English)  -  Forkner,  Osborne,  and  O'Brien.     Correlated  Dictation 

and  Transcription.     Pitman  Edition. 
OR 

-  Duchan.     Basic  Dictation.     Sir  Isaac  Pitman  and  Sons 

Publishers. 

Pitman   (French)   -  Methode  Moderne  De  Stenographie.      Pitman. 


C.  Shorthand 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES    SUGGESTED  EVALUATION 


The  student  should 
be  able  to 


1. 


demonstrate 

mastery  of 

writing  a 

general 

business 

vocabulary 

shorthand. 


in 


automatize  the  writing 
of  the  vocabulary 
introduced  in  the 
text  as  well   as  an 
extended  business 
vocabulary. 

apply  the  rules  of  the 
system  in  writing  the 
words  introduced  in 
the  text  and  their 
derivatives  as  well 
as  to  an  extended 
business  vocabulary. 

write  contextual 
material   in  shorthand 
to  reinforce  vocab- 
ulary mastery. 

check  the  mastery  of 
writing  shorthand 
vocabulary  through 
occasional  quizzes 
and  tests. 

practice  writing 
shorthand  regularly 
for  homework. 


based  on  100  outlines  for  words,  and/or 

short  forms,  brief  forms,  or  abbrevia- 
ti  ons : 

0  to     5  errors  -  A 

6  to  10  errors  -  b 

11   to  15  errors  -  C 

16  to  20  errors  -  D 

more  errors  -  F 


2.  write  in  short- 
hand and  trans- 
cribe practiced 
material   dic- 
tated at  a 
minimum  rate 
of  90  w.n.m. 


preview  difficult 
outlines  before  taking 
dictation. 

write  practiced 
material   in  shorthand 
from  dictation  at 
rates  varving  from 
60  to  120" w. p.m.    for 
periods  varying  from 
one  to  two  minutes. 


For  transcription  of  mailable  letters 

-  allow  15  minutes  for  transcribing 
each  letter. 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


3.  write  in  shorthand 
and  transcribe  un- 
practiced  material 
dictated  at  a 
minimum  rate  of 
80  w.p.m. 


read  back  from  notes. 

transcribe  from  dic- 
tation of  practiced 
material  observing 
the  rules  of  punctu- 
ation, spelling, 
proofreading,  and 
typewriting  produc- 
tion techniques. 

practice  writing 
shorthand  regularly 
for  homework. 


write  unpracticed 
material  in  shorthand 
from  dictation  at 
rates  varying  from 
60  to  100  w.p.m.   for 
periods  varying  from 
one  to  two  minutes. 

read  back  from  notes. 

transcribe  from 
dictation  of  un- 
practiced material 
observing  the  rules 
of  punctuation,  spell- 
ing, proofreading, 
and  typewriting 
production  techniques. 

write  unpracticed 
material  from  recorded 
dictation  in  class  and 
for  homework  at 
various  rates  and  for 
different  lengths  of 
time. 


-  deduct  2  points  for  each  major 
error,  such  as 

-  omission,  addition,  repetition, 
substitution 

-  change  in  number,  tense  or 
part  of  speech 

-  misspelled  word 

-  gross  error  in  punctuation 
or  capitalization 

-  improper  placement  of  letter 

-  incorrect  division  of  a  word 

-  lack  of  neatness. 

-  deduct  1/2  point  for  each  minor 
error,  such  as 

-  omission  of  date,  enclosure, 
or  initials 

-  uncorrected  typing  error 

-  poor  or  faulty  erasure 

-  unauthorized  abbreviation 

-  minor  errors  in  paragraphing, 
punctuation. 

Based  on  points  deducted  as 
suggested  above,  this  chart  could 
be  used  to  obtain  letter  gradings, 
e.g. 


60  wpm 

80  wpm 

100 

wpm 

120  wpm 

A 

0 

0-1 

1-2 

2-3 

B 

1-2 

2-3 

3-4 

4-5 

C 

3-4 

4-5 

5-6 

6-7 

D 

5-6 

6-7 

7-8 

8-9 

F 

more 

more 

more 

more 

At  the  beginning  of  the  course  the 
headings  for  the  above  suggested 
gradings  could  be  50  wpm,  60  wpm, 
70  wpm,  80  wpm.     Midway  through, 


they  might  be  60 
90  wpm,   110  wpm. 


wpm,   70  wpm. 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES    SUGGESTED  EVALUATION 


write  a  variety  of 
kinds  of  unpracticed 
material  dictated  by 
different  people  and 
sources,  e.g. ,  radio, 
TV,  other  teachers, 
students,  etc. 


Evaluation  should  reflect  speed  of 
writing  and  accuracy  of  transcribing 


4.   use  the  tools 
and  materials 
of  writing  and 
transcribing 
shorthand  in 
an  efficient 
manner. 


practice  and  apply 
correct  writing 
techniques  of  hand 
position,  formation 
of  outlines,  and 
posture. 

observe  accepted 
procedures  for  using 
a  stenographer's 
notebook,  and  arrang- 
ing notes  for  speed 
and  ease  of  writing 
and  transcribing  - 
dating,  numbering 
letters,  dictator's 
name,  marking  place 
for  next  take,  cross- 
ing off  letters  after 
transcribing,  making 
additional  notes  and 
corrections,  turning 
pages,  labeling  and 
filing  notebooks,  etc. 

organize  writing  and 
transcribing  tools 
and  materials  for  ease 
and  efficiency  of 
work. 


Observe  and  assess. 

Develop  a  checklist  of  criteria  and 
it  to  check  and  score  each  student. 


use 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


use  the  various  ref- 
erence materials, 
e.g.,  dictionary,  word 
division  manual , 
secretary's  manual , 
directories,  etc. 


5.   demonstrate  good 
work  habits  and 
behaviour  compat- 
ible with  business 
standards. 


work  co-operatively 
with  class  members. 

assume  responsibility 
for  completing 
assignments  and  meet- 
ing deadlines  for 
class  and  home 
assignments. 

be  regular  in  attend- 
ance and  punctual. 

make  decisions  on 
matters  that  are 
within  the  scope  of 
the  duties  of  a 
stenographer. 


Observe  and  assess. 

Develop  a  checklist  of  criteria 
and  use  it  to  check  and  score 
each  student. 

Use  attendance  records. 

Use  record  of  homework  assignments 
completed. 


VI.      SHORTHAND 


31 


This  one-year  course,  in  any  of  the  three  shorthand  systems,  provides  an 
opportunity  for  Grade  XII  students  who  have  not  taken  the  basic  shorthand  program 
to  study  a  shorthand  system  for  initial   job  entry  or  continued  study  at  a  post- 
secondary  institution. 

A.       Scope  and  Sequence   (English  or  French) 

Forkner     -     Coverage  of  the  theory  text. 

Selected  use  of  Correlated  Dictation  and  Transcription 

Gregq         -     Coverage  of  the  theory  text,  Gregg  Shorthand  and  Gregg 
Dictation. 

Pitman       -     Coverage  of  Lessons   l-b5  of  theory  text  with  special  empnasis 
on  short  forms,  pages   148-151.     Cover  Units   1-35  of 
Correlated  Dictation  and  Transcription  or_  Units   1-35  from 
Basic  Dictation,    Duchan. 

Dictation  and  transcription  from  new  unpracticed  material  should  have 
prominence  in  the  latter  part  of  the  course.  French  instruction  should  be 
supplemented  with  English  materials. 


B.       Texts 


Forkner  (Enalish)  -  Forkner,  Brown,  and  Forkner.     Forkner  Shorthand. 

Fourth  Edition. 
AND 

-  Forkner,  Osborne,  and  O'Brien.     Correlated  Dictation 

and  Transcription.     Forkner  Edition. 

Forkner  (French)  -  i'lme.   Lynn  Hayes.     La  Stenographie  Forkner.     Gage. 

Greqg  (English)  -  Gregg,  Leslie,  and  Zoubek.     Gregg  Shorthand.     Diamond 

Jubilee  Series.     Canadian  Edition. 
AND 

-  Leslie,  Zoubek,  and  Stroney.     Gregg  Dictation.      Diamond 

Jubilee  Series.     Canadian  Edition. 

Gregg   (French)   -  Sister  Marie  Ernestine.     Stenoqraphie  Gregq. 
AND 

-  Vitesse  Progressive  En  Stenographie.      Gregg. 

Pitman   (Enqlisn)   -  New  Basic  Course  in  Pitman  Shortnand. 
AND 

-  Forkner,  Osborne,  and  O'Brien.     Correlated  Dictation 
and  Transcription.      Pitman  Edition. 

OR 

-  Duchan.  Basic  Dictation. 

Pitman  (French)  -  Methode  Moderne  De  Stenographie.      Pitman. 
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C.     Shorthand 


31 


SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


The  student  should  be 
able  to 

1.   demonstrate  mastery 
of  the  principles 
of  shorthand  theory 
through  the  res- 
ponse to  the 
dictation  of  basic 
textbook  and 
general  business 
vocabulary. 


follow  the  teacher's 
example  and  demonstrate 
procedure  and  methods 
to  develop  automatic 
recall   of  shorthand 
outlines. 

automatize  the  writing 
of  brief  forms,  short 
forms,  and  abbrevia- 
tions through  repet- 
itive writing  of 
outlines  from  plate, 
and  from  chalkboard 
outlines  written  by 
the  teacher,  and 
from  recordings  or 
dictation. 

apply  the  rules  of  the 
system  in  writing  the 
words  introduced  in 
the  text  and  their 
derivatives  as  well  as 
an  extended  vocabulary 
of  general  business. 

write  contextual 
material   in  shorthand 
to  reinforce  vocabu- 
lary mastery. 

check  the  mastery  of 
writing  shorthand 
vocabulary  through 
frequent  quizzes   and 
tests. 

practice  writinq 
shorthand  regularly 
for  homework. 


Based  on  100  outlines  for  words 
and/or  short  forms,  brief 
forms  or  abbreviations: 

0  to     5  errors  -  A 

6  to  10  errors  -  B 

11  to  15  errors  -  C 

16  to  20  errors  -  U 


more  errors 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


read  fluently 
from  engraved 
plate  short- 
hand and 
from  his  own 
notes. 


read  orally  from  plate 
shorthand,  alone  or 
in  unison,  with  the 
teacher  or  other 
students  supplying 
unknown  words  so 
that  reading  is 
smooth. 

read  silently  from 
plate  shorthand. 

read  orally  and 
silently  from  his 
own  notes. 

read  from  "cold" 
notes  later  in  the 
period  or  next  day. 


Reading  rate  100  to  125  words  a  minute, 

Fluent  reading  without  stumbling  over 
words. 

Accurate  reading. 


write  in 
shorthand  and 
transcribe 
practiced 
material 
dictated  at 
a  minimum 
rate  of  80 
w.p.m. 


preview  difficult  out- 
lines before  taking 
dictation . 

write  practiced  mat- 
erial  in  shorthand 
from  dictation  at 
rates  varying  from 
60  to  100  w.p.m.   for 
periods  varying  from 
1   to  2  minutes. 

read  back  from  notes. 

transcribe  from  plate 
shorthand  to  develop 
the  technique  of 
typing  from  shorthand. 


For  transcription  of  mailable  letters 

-  allow  15  minutes  for  transcribing 
each  letter. 

-  deduct  2  points  for  each  major 
error ,  such  as 

-  omission,  addition,   repetition, 
substitution 

-  change  in  number,  tense  or  part  of 
speech 

-  misspelled  word 

-  gross  error  in  punctuation  or 
capitalization 

-  improper  placement  of  letter 

-  incorrect  division  of  a  word 

-  lack  of  neatness 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTS  EVALUATION 


transcribe  from 
dictation  of  practiced 
material  observing  the 
rules  of  punctuation, 
spelling,  proofreading, 
and  typwriting  produc- 
tion techniques. 

practice  writing 
shorthand  regularly 
for  homework. 


4.    to  write  in  short-         write  unpracticed 
hand  and  transcribe       material   in  shorthand 


unpracticed  material 
dictated  at  a  min- 
imum rate  of  70 
w.p.m. 


from  dictation  at 
rates  varying  from  50 
to  100  w.p.rn.    for 
periods  varying  from 
one  to  two  minutes. 

read  back  from  notes. 

transcribe  from 
dictation  of  unprac- 
ticed material 
observing  the  rules 
of  punctuation,  spell- 
ing, proofreading, 
and  typwriting  produc- 
tion techniques. 

write  unpracticed 
material   from  recorded 
dictation  in  class  and 
for  homework  at  various 
rates  and  for  different 
lengths  of  time. 


-  deduct  1/2  point  for  each  minor 
error,  such  as 

-  omission  of  date,  enclosure, 
or  initials 

-  uncorrected  typing  error 

-  poor  or  faulty  erasure 

-  unauthorized  abbreviation 

-  minor  errors  in  paragraphing, 
punctuation. 

Based  on  points  deducted  as 
suggested  above,  this  chart 
could  be  used  to  obtain  letter 
gradings,  e.g. 


60  wpm 

70  wpm 

80  wpm 

100  wpm 

A 

0 

0-1 

1-2 

2-3 

B 

1-2 

2-3 

3-4 

4-5 

C 

3-4 

4-5 

5-6 

6-7 

D 

5-6 

6-7 

7-8 

8-9 

F 

more 

more 

more 

more 

At  the  beginning  of  the  course  the 
headings  for  the  above  suggested 
gradings  could  be  50  wpm,  60  wpm, 
70  wpm,  80  wpm.     Midway  through, 
they  might  be  60  wpm,  70  wpm, 
80  wpm,  90  wpm. 

Evaluation  should  reflect  speed 
of  writing  and  accuracy  of 
transcribing. 
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SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


write  a  variety  of 
kinds  of  unpracticed 
material   dictated  by 
different  people  and 
sources,  e.g. ,  radio, 
TV,  other  teachers, 
students,  etc. 


5. 


to  use  the 
tools  and 
materials  of 
writing  and 
transcribing 
shorthand  in 
an  efficient 
manner. 


practice  and  apply 
correct  writing 
techniques  of  hand 
position,  formation 
of  outlines,  and 
posture. 

observe  accepted 
procedures  for  using 
a  stenographer's 
notebook,  and  arrang- 
ing notes  for  speed 
and  ease  of  writing 
and  transcribing  - 
dating,  numbering 
letters,  dictator's 
name,  marking  place 
for  next  take,  cross- 
ing off  letters  after 
transcribing,  making 
additional  notes  and 
corrections,  turning 
pages,   labeling  and 
filing  notebooks,  etc, 

organize  writing  and 
transcribing  tools 
and  materials  for 
ease  and  efficiency 
of  work. 


Observe  and  assess. 

Develop  a  checklist  of  criteria  and 
use  it  to  check  and  score  each  student. 


18 


SPECIFIC 
OBJECTIVES 


SUGGESTED  ACTIVITIES 


SUGGESTED  EVALUATION 


use  the  various 
reference  materials, 
e.g.,  dictionary,  word 
division  manual,  sec- 
retary's manual , 
directories,  etc. 


6.   to  demonstrate 
good  work  habits 
and  behaviour 
compatible  with 
business  standards. 


work  cooperatively 
with  class  members. 

assume  responsibility 
for  completing  assign- 
ments and  meeting 
deadlines  for  class 
and  home  assignments. 

be  regular  in  attend- 
ance and  punctual. 

make  decisions  on 
matters  that  are 
within  the  scope  of 
the  duties  of  a 
stenographer. 

exhibit  a  pleasant, 
courteous  demeanour 
in  keeping  with  a 
member  of  an  office 
team. 


Observe  and  assess. 

Develop  a  checklist  of  criteria 
and  use  it  to  check  and  score 
each  student. 

Use  attendance  records. 

Use  record  of  homework  assign- 
ments completed. 


VII.      GRADING 


For  the  guidance  of  teachers,  the  following  is  suggested  for  grading  student 
achievement  at  the  end  of  the  instruction  period.     Grading  in  the  earlier 
stages  of  instruction  may  place  less  emphasis  on  the  writing  and  transcribing 
of  materials  and  more  on  the  mastery  of  principles  of  theory. 


A.       Shorthand  20 

Objective  1 

Objective  2 
Objective  3 

Objective  4 
Objective  5 
Objective  6 


To  demonstrate  mastery  of  the  principles 

of  shorthand  theory  through  response  to 

the  dictation  of  basic  textbook  vocabulary.  50% 

To  read  fluently  from  engraved  plate  shorthand 

and  from  his  own  notes.  10% 


To  write  in  shorthand  and  transcribe  practiced 
material  at  a  minimum  dictation  rate  of  70 

w.p.m. 

To  write  in  shorthand  unpracticed  material   at 
a  minimum  dictation  rate  of  50  w.p.m. 


30% 


To  use  the  tools  and  materials  of  writing  and 
transcribing  in  an  efficient  manner.  5% 

To  work  cooperatively  and  congenially  with 

others  and  to  accept  responsibility  for 

completion  of  a  task.  5% 


B.       Shorthand  30 

Objective  1 

Objective  2 

Objective  3 
Objective  4 
Objective  5 


To  demonstrate  mastery  of  writing  a  general 
business  vocabulary  in  shorthand. 

To  write  in  shorthand  and  transcribe  practiced       ) 
material  at  a  minimum  dictation  rate  of  90  ) 

w.p.m.  ) 


10% 


To  write  in  shorthand  and  transcribe  unpracticed  ) 
material   dictated  at  a  minimum  rate  of  80  w.p.m.    ) 

To  use  the  tools  and  materials  of  writing  and 
transcribing  shorthand  in  an  efficient  manner. 

To  demonstrate  good  work  habits,  and  behaviour 
compatible  with  business  standards. 


)  75% 


5% 


10% 
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C.       Shorthand   31 


Objective  1     -     To  demonstrate  mastery  of  the  principles  of 
shorthand  theory  through  response  to  the  dic- 
tation of  basic  textbook  and  general  business 
vocabulary.  30% 

Objective  2     -     To  read  fluently  from  engraved  plate  shorthand 

and  from  his  own  notes.  5% 

Objective  3     -     To  write  in  shorthand  and  transcribe  practiced 
material  dictated  at  a  minimum  of  80  w.p.m. 


Objective  4    -     To  write  in  shorthand  and  transcribe  unpracticed 
material   dictated  at  a  minimum  of  70  w.p.m. 


50% 


Objective  5     -     To  use  the  tools  and  materials  of  writing  and 

transcribing  shorthand  in  an  efficient  manner.  5% 

Objective  6     -     To  demonstrate  good  work  habits  and  behaviour 

compatible  with  business  standards.  10% 

VIII.     CLASSROOM  FACILITIES  AND  EQUIPMENT 

The  shorthand  room  should  be  equipped  with  the  following  furniture,  fixtures, 
and  equipment. 

Teacher's  desk  and  chair 

Student  desks  or  L-shape  typing  steno  desks,  with  flat  top  for  writing, 

preferably  30-inch  in  height,  with  typing  space  28  inches  high  or 

variable  from  27  to  30  inches 
Adjustable  posture  chairs 
Demonstration  stand 
Storage  space  and  filing  cabinet 
Chalkboard,  3-inch  or  4-inch  ruled  lines  if  required  (Semi -permanent 

lines  may  be  drawn  with  pencil  crayon  or  permanent  lines  may  be 

painted  or  scratched  with  a  sharp  instrument.) 
Bulletin  boards 
Pencil  sharpener(s) 

Typewriter  at  each  desk,  preferably  electric 
Interval  timer,  electric  or  manual 
Stop  watch 
Shorthand  lab  -  wired  or  wireless  with  individual   listening  stations 

each  with  volume  control  and  channel  selector 
Tape  recorder(s),  reel-to-reel  or  cassette 
Record  player(s) 
Overhead  projector 
EDL  Skill   Builder  or  Skill  Mate 
Projection  screen 
Copy  holders 
Stapler 
Paper  punch 


IX.     SUPPLEMENTARY  CLASSROOM  MATERIALS 


English  dictionary 

Shorthand  dictionary  (Forkner,  Gregg,  or  Pitman) 
Word  division  manual 
Secretary's  handbook 
Typewriting  texts 
Directories 

Dictation  records,  tapes  and  cassettes 
Magazines  -  Today's  Secretary 
Pitman  Journal 


X.     TEACHER  REFERENCES  AND  AIDS 

General 

Douglas,  Blanford,  Anderson.     Teaching  Business  Subjects,     Prentice-Hall, 

Farmer.     Word  Division  in  the  Canadian  Business  Vocabulary,      Gage 
Educational  Publishing  Limited,  1967. 

Gavin.     Reference  Manual  for  Stenographers  and  Typists.     Canadian 
Edition.     McGraw-Hill  Ryerson  Limited,  1970. 

Lamb.     Your  First  Year  of  Teaching  Shorthand  and  Transcription,      Gage 
Educational  Publishing  Company,  1961. 

Leslie.     20,000  Words,  Spelled,  Divided  and  Accented,     Canadian  Edition. 
McGraw-Hill  Ryerson  Limited,  1972. 

Russon.     Methods  of  Teaching  Shorthand,     South-Western  Monograph  No.    119, 
Gage  Educational  Publishing  Limited,  1968. 

Tonne,  Popham  and  Greenman.     Methods  of  Teaching  Business  Subjects, 
Third  Edition.     McGraw-Hill   Ryerson  Limited,   1965. 

Magazines 

Forum.     NBEA  Membership.     October  issue  each  year  is  a  Secretarial 
Special. 

Pitman  Journal,     Pitman  Canada  Limited. 

Pitmanite,     Pitman  Canada  Limited.     (Sent  free  to  school's  department 
head  or  principal  only.) 

Today's  Secretary,     New  York:     McGraw-Hill  Book  Company. 
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C.  Tapes,  Cassettes  and  Records 

Extensive  recordings  correlated  with  the  texts,  and  others  supplying 
office  style,   legal,  medical   and  additional   dictation  that  can  be  used  for 
class  instruction  or  supplementary  practice  are  available  for  all   systems  of 
shorthand. 

Forkner     -     Gage  Educational   Publishing  Company 
Gregg         -     McGraw-Hill   Ryerson  Limited 
Pitman       -     Pitman  Canada  Limited 

D.  Forkner 

Farmer  and  Lore.     Forkner  Shorthand  Outlines  for  the  Business  Vocabulary. 
Gage  Educational  Publishing  Company,  1971. 

Study  Guide  for  Forkner  Shorthand.     Fourth  Edition. 

Teacher's  Manual  for  Forkner  Shorthand.     Fourth  Edition. 

Teacher's  Key  for  examinations  (free  to  users). 

Study  Guides  and  Text  Manual   for  Correlated  Dictation  and  Transcription. 
Forkner  Edition.     Gage  Educational  Publishing  Company. 

Teacher's  Manual  and  Key  to  Correlated  Dictation  and  Transcription. 
Forkner  Edition.     Gage  Educational  Publishing  Company. 


E.       Gregg 


Leslie.     Methods  of  Teaching  Gregg  Shorthand.   McGraw-Hill   Ryerson  Limited, 
1964. 

Leslie  and  Zoubek.     Dictation  for  Transcription.     Diamond  Jubilee  Series. 
McGraw-Hill  Ryerson  Limited,  1963.     (Counted  dictation  material  at 
50  to  140  w.p.m.) 

Zoubek.     Speed  Dictation  with  Previews  in  Gregg  Shorthand.      Diamond  Jubilei 
Series.     McGraw-Hill  Ryerson  Limited,  1963.     (More  than  500  letters 
correlated  lesson  by  lesson  with  Gregg  Transcription,   Diamond  Jubilee 
Series.) 

Student's  Transcript,  Workbook,  Key  and  Teacher's  Manual   to  accompany 

the  text,  Gregg  Shorthand,   Diamond  Jubilee  Series,  Canadian  Edition. 

Student's  Transcript,  Teacher's  Handbook,  Transcription  Workbook,  and 

Key  to  accompany  the  text,  Gregg  Dictation,   Diamond  Jubilee  Series, 
Canadian  Edition,  McGraw-Hill   Ryerson  Limited. 

Student's  Transcript,  Instructor's  Handbook,  Workbook  and  Key  to  Workbook, 
to  accompany  the  text,  Gregg  Transcription,   Diamond  Jubilee  Series. 
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Gregg  Shorthand  Dictionary.    Diamond  Jubilee  Series.     Canadian  Edition. 

Dictionnaire  De  Stenographie, 

Transcription  De  La  Stenographie. 

Exercices  de  Stenographie  Gregg, 

Livre  du  maitre  qui   accompagne  Exercices  de  Stenographie,   Gregg. 

Transcription  des  Exercices  de  Vitesse  Progressive,   Gregg. 

Gregg  Awards  Booklet.     McGraw-Hill   Ryerson. 

Transparencies,  Gregg  Shorthand.     McGraw-Hill   Ryerson. 

Wall   Charts,  Gregg  Shorthand  Picture  Posters.     McGraw-Hill   Ryerson 
Limited. 

EDL  Gregg  Shorthand  Course.     Diamond  Jubilee  Series.     McGraw-Hill 
Ryerson  Limited.     (Twelve  films  trips  based  on  Lessons  1   to  70 
for  use  with  EDL  Skill  Builder  or  Skill  Mate  projector.) 

Pitman 

Canning.     Shorthand  Techniques.     Pitman  Canada  Limited. 

Flynn.     The  Complete  Secretary.     Pitman  Canada  Limited. 

Gilson  and  Mellinger.     Developing  Shorthand  Skills.     Pitman  Canada 
Limited,  1965. 

Grossman.     Graded  Office  Style  Dictation.     Pitman  Canada  Limited. 

Haydon  and  Gordon.     Practical  Dictation  and  Transcription.      Pitman 
Canada  Limited. 

Holland.     Principles  of  Teaching  Applied  to  Pitman's  Shorthand. 
Pitman  Canada  Limited. 

Si  1  cox.     Keypoints  to  Success.     Pitman  Canada  Limited. 

Taylor.     Commentary  of  Pitman' s  Shorthand.     Pitman  Canada  Limited. 

Student's  Shorthand  Dictionary  and  Phrase  Book.      Pitman   Canada  Limited. 

Key  to  New  Basic  Course  in  Pitman  Shorthand.     Pitman  Canada  Limited. 

Workbook  for  New  Basic  Course  in  Pitman  Shorthand.     Pitman  Canada 
Limited. 

Progress  Test,  Series  A  and  B  for  New  Basic  Course.     Pitman  Canada 
Limited. 
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Manual   and  Key  to  Correlated  Dictation  and  Transcription.      Pitman 
Edition.     Pitman  Canada  Limited. 

Key  to  Basic  Dictation,   by  Duchan.     Pitman  Canada  Limited. 

Key  to  Methods  Moderne  De  Stenographie.     Pitman  Canada  Limited. 

Wall   Charts,  Phonographic  Alphabet  and  Grammalogues.     Pitman  Canada 
Limited. 

Speed  Charts,  Honour  Roll  and  Certificates.     Pitman  Canada  Limited. 

Pitman  Acceleration  Taped  Course  with  Student  Workbooks.     Pitman  Canada 
Limited. 

EDL  Pitman  Shorthand  Course.     McGraw-Hill   Ryerson  Limited.      (Twelve 

filmstrips  containing  outlines  from  New  Basic  Course  and  one  letter 
from  each  of  the  text  lessons  6  to  60  for  use  with  EDL  Skill   Builder 
or  Skill  Mate  projector.) 

XI.     TIMING  DICTATION 

Material   in  textbooks  that  is  prepared  for  di cation  is  marked  in  groups  of 
standard  words  of  average  complexity,  usually  1.4  syllables  per  word.     A  common 
count  is  twenty  words,  but  this  may  vary,  or  the  count  may  be  based  on  the  number 
of  words  to  be  dictated  in  15  seconds  at  a  specific  rate  per  minute.     The  teacher 
may  find  it  easier  to  return  the  second  hand  of  the  stop  watch  to  the  starting 
point  after  dictating  each  group  of  words  for  the  specified  number  of  seconds, 
and  start  it  again  for  the  timing  of  the  dictation  for  the  next  group.     Illustra- 
tions on  the  following  page  may  assist  the  teacher  to  dictate  material   at  any 
desired  rate.     When  a  stop  watch  is  placed  in  the  center  of  one  of  the  circles, 
the  outside  lines  indicate  the  positions  of  the  second-hand  sweep  when  dictating 
material   that  is  broken  into  20-word  units  at  the  various   rates. 
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XII.  SUGGESTED  TECHNIQUES  FOR  EFFECTIVE  INSTRUCTION 

A.  Principles  of  Theory 

To  reach  the  ultimate  goal  of  writing  shorthand  from  dictation  at  high 
speeds,  outlines  must  be  written  accurately  applying  the  proven  devices  and 
rules  that  make  it  a  tool   for  this  particular  purpose.     Drill   and  repetition 
are  absolutely  necessary  to  automatize  recall.     Many  techniques  can  be 
developed  to  add  variety  and  interest  to  this  drill.     The  teacher  should 
demonstrate  by  writing  on  the  board  and  pace  the  students  by  writing  with 
them  as  often  as  possible.     Charts,  pictures,  shorthand  labels  on  furniture 
and  articles  in  the  room  can  add  to  the  student's  awareness  of  shorthand 
words  and  theory  principles. 

Accuracy  of  writing  outlines  should  be  checked  and  scored  using  both 
lists  and  sentences.     Lists  of  words  should  be  dictated  quickly  and  trans- 
cribed or  corrected  immediately.     Tests  should  be  written  from  dictation, 
preferably  a  recording,  rather  than  from  a  printed  copy.     Sometimes  students 
can  be  asked  to  write  the  word  repeatedly  until   the  next  is  dictated.     Later 
in  the  course  when  transcripts  are  used  to  judge  mastery  of  the  skill, 
accuracy  in  writing  each  outline  should  not  be  graded.     If  the  early  theory 
has  been  stressed,  such  notes  should  be  relatively  accurate.     To  encourage 
respect  for  the  necessity  to  use  correct  outlines,  check  these  notes  occasion- 
ally and  bring  errors  to  the  attention  of  the  student. 

Scribbling  outlines  without  bothering  to  watch  the  result  of  the  writing 

while  reading  shorthand  is  one  means  of  reinforcing  the  principles  of  theory. 

Tracing  outlines  on  onionskin  placed  over  the  plate  copy  can  help  a  student 
improve  the  size  and  accuracy  of  outlines. 

B.  Dictation 

Dictation  of  contextual  material   should  be  started  early  in  the  course 
so  that  students  use  their  new  skill  under  natural  circumstances.     Reading 
back  notes  either  individually  or  in  unison  is  important.     At  first  dictate 
short  sentences  and  gradually  increase  the  length.     Vary  the   lengths  of 
dictation.     Provide  opportunities  for  students  to  estimate  the  number  of 
words  in  the  take  so  that  placement  of  typescript  can  be  planned. 

Expose  students  to  variations  in  dictation.     Use  as  many  different 
voices  as  possible  -  other  teachers,  students,  tapes,  records,  etc. 
Encourage  students  to  write  words  from  music,   radio,  TV,  conversations  in 
a  room,  notes  in  other  classes,  etc.     Supplement  the  text  material  with 
copy  from  other  references,  newspapers,  magazines,  anecdotes,  jokes,  student 
compositions,  etc.     Use  office-style  dictation  occasionally  and  instruct 
students  how  to  handle  the  types  of  additions,  deletions  and  alterations 
that  they  may  expect.     Give  them  some  practice  in  writing  their  notes  standing 
up,   using  their  lap,  and  other  out-of-the-ordinary  conditions. 
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Always  give  dictation  at  different  rates  so  that  each  student  car  be 
successful.     When  a  steno  lab  is  available,  students  can  select  their  own 
dictation  rate.     Using  recorded  dictation  frees  the  teacher  to  observe  each 
student  when  writing  and  give  individual   help  without  interrupting  the  entire 
class. 

C.       Transcription 

The  goal   of  transcription  is  to  produce  mailable  copy  at  an  employable 
rate  of  speed.     Suggested  criteria  for  mai lability  are: 

1.  It  follows  very  closely  the  thought  of  the  dictation. 

2.  It  contains  no  uncorrected  errors  in  spelling,  typing,  punctuation  and 
syllabication. 

3.  It  looks  reasonably  attractive  -  no  strikeovers,  neat  erasures,  proper 
letter  form,  and  good  balance. 

4.  It  contains  no  omissions  such  as  an  entire  clause  or  sentence,  date, 
salutation,  complimentary  close,  etc. 

Calculating  transcription  rate  provides  an  incentive  for  students  to 
improve  this  skill.     It  is  constructive  occasionally  to  have  students  compare 
their  rate  v/hen  typing  a  paragraph  or  letter  from  shorthand  with  their  rate 
when  typing  from  straight  copy.     Compare  gross  rate  based  on  total  actual  words 
typed  regardless  of  error,  and  net  rate  based  on  actual  number  of  accurate 
words.     Transcription  rate  is  normally  less  than  typing  rate,  often  one-half 
to  one-third  less.     Transcription  rate  can  be  calculated  in  different  ways. 
One  method  is  to  count  actual  words  typed,  subtracting  a  penalty  of  one  word 
for  each  transcription  error  and  ten  words  for  each  uncorrected  typing  error, 
and  divide  by  the  time  allowed.     Another  method  is  to  require  erasing,  but 
for  each  erasure  add  an  extra  30  seconds  to  transcription  time  before  dividing 
into  the  number  of  words  transcribed.     Sometimes  students  can  be  timed 
individually  to  determine  how  long  it  takes  to  transcribe  a  set  number  of 
words.     Using  the  penalty  of  one  word  for  each  transcription  error  and  ten 
for  each  uncorrected  typing  error,  calculate  the  transcription   rate  in  words 
per  minute. 

Begin  transcription  early  in  the  course  and  give  daily  practice.     At 
first  use  one-minute  timings  from  easy  sentences  and  gradually  increase  the 
time,  and  use  copy  with  spelling  and  punctuation  difficulties.     Before 
transcribing  a  selection,  warn-up  drills  can  be  given  on  selected  sentences 
either  from  the  teacher's  outlines  written  on  the  chalkboard  or  projected, 
or  from  the  student's  shorthand  of  the  dictated  sentences.     Repeated  typing 
of  a  sentence  from  shorthand  encourages  faster  transcription  and  is  an 
effective  drill.     Notes  should  be  previewed,  punctuated,  and  checkea  for 
doubtful  spelling.     Needed  information  should  be  obtained  before  transcribing. 
Occasionally  ask  for  transcription  of  "cold"  notes  using  homework  or  material 
written  the  previous  day. 
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Students  should  be  able  to  see  and  plan  for  their  own  improvement. 
Encourage  them  to  check  for  mai lability,  to  proofread,  and  to  analyze 
their  own  strengths  and  weaknesses.     Transcription  requires  the  application 
of  learning  from  other  subjects,  particularly  English,   typewriting,  and 
office  practice.     It  provides  an  excellent  opportunity  to  motivate  instruction 
in  business  English.     Every  device  possible  should  be  used  to  help  students 
spell   accurately;  e.g.,  keep  a  list  on  the  chalkboard  of  difficult  words 
to  spell   and  add  to  it  daily;   try  to  think  of  gimmicks  for  spelling  demons; 
e.g.,  comparatively  -   there  is  a  rat  in   this  word. 

Transcription  also  requires  decision-making  and  provides  an  opportunity 
for  students   to  organize  their  time,  materials,  and  work  habits  in  a  realistic, 
businesslike  manner. 

D.       The  Importance  of  Homework 

Shorthand  is  a  skill  subject.  Fluent  writing  of  outlines  is  the  result 
of  regular  practice.  To  attain  this,  class  periods,  as  a  general  rule,  will 
not  be  sufficient;  therefore,  daily  homework  is  necessary. 

Students  should  be  taught  how  to  do  their  homework  and  should  be  given 
every  possible  aid  to  ensure  thorough  understanding  of  the  purpose.     In 
the  early  stages  the  teacher  should  demonstrate  how  to  do  the  assignment 
and  have  the  students  do  part  of  it  in  class  under  close  supervision.     They 
must  know  not  only  what  is   to  be   done,  but  they  must  understand  how  it  is 
to  be  done,  and  why.     Sometimes  students  write  page  after  page  of  shorthand 
notes  but  derive   little  benefit  from  such  practice.     To  develop  a  high-level 
skill,  much  repetitive  practice  is  necessary.     However,  doing  just  one  type 
soon  becomes  monotonous   to  even   a  conscientious   student.      It  is,   therefore, 
wise  to  use  several   different  tvpes   of  repetitive  practice. 

The  teacher  should  devise  procedures   to  check  homework.     This  need 
not  be  burdensome  but  should  be  based  on   the  objects   of  the   assignment. 
Students  should  understand  and  know  that   their  work  has  been  purposeful. 
Spot  checking,  short  quizzes,   reading  and  transcribing  from  homework  are 
some  devices  to  use. 
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